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• Although it is important for users to read all SAP mail from their Inbox daily, the 
user SAP mail boxes now have limited amount of storage space.  

• SAP mail boxes will now be deleted automatically based on the following
time frames:

• On September 1st of each year, the SAP mail will be deleted automatically 
from the user’s Inbox. This will be all mail from January-December of the 
previous year.

• SAP Mail that’s in your Trash mailbox will be deleted completely after 10 
days.

• SAP Mail that’s in your Outbox will be deleted if it’s older than one year 
(365 days).

• To store any SAP mail that a user may need for future reference, it can be
downloaded and stored to the user’s hard-drive. It is recommended that users only 
store messages that will be used for future references.  

• All other SAP mail should be deleted from your Inbox due to limited amount of 
space.
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1. Follow the menu path or enter SBWP 
in the command field; press Enter

Menu Path: SAP Menu > Office > SBWP –Workplace

This process is used to store SAP messages to the user’s hard-drive.
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2. Click on the Inbox arrow to 
the left to expand mailbox 
messages
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3. Click to highlight the message to be 
saved to the hard-drive

Note: Once Inbox is expanded, all 
Inbox messages are displayed
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4. Right-click and select 
Export…
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5. Select desired format

6.  Select to continue
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7. A pop-up box will 
appear, select the drop-
down icon
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9. Choose a File name for 
the SAP Inbox message

10.  Click Save
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8. Select desired folder

SAP Inbox messages can be stored to the user’s hard-drive.  (i.e. Desktop, 
C: drive, or any area designated by your agency.)  
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11.  Click to continue
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Note: The File name will
not appear in the 
Doc. Template area
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Note: Once Saved, the following message 
will display to indicate message 
was exported to the hard-drive folder

12. Re-select the message previously 
saved to the hard-drive and 
right-click

Once the message is saved to the user’s hard-drive, the message will still 
appear in the SAP Inbox.  In order to delete that message, re-highlight the 
message to delete.  
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12. Select ‘Delete’ to clear the 
message from the SAP Inbox
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13. Click ‘Yes’ to delete message

Storing Messages From the SAP Office Workplace Inbox:Storing Messages From the SAP Office Workplace Inbox:



15

15



16

16

Deleting Messages From the SAP Office Workplace Inbox:Deleting Messages From the SAP Office Workplace Inbox:

Note: Click on the arrow to
the left of the Inbox 
to expand messages.

•This process is used to delete SAP messages from the SAP mail box.
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1. Click to highlight the message to be 
deleted

2. Select the Trash icon to 
delete the message
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3. A pop-up box will appear, select 
‘Yes’ to delete the message.
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Note:  Message displayed indicates
Inbox message was deleted.

Note:  Original message has
now been deleted.

Note: To delete multiple messages at one time, place cursor on a 
message and press the (Control key) down, while holding, press the 
(Ctrl+A keys).  This will select all the messages.  Follow the same 
procedures as described to delete the messages.
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Workflow 
Inbox

Work 
Item

Refresh

Message

• Workplace messages: You may have unexecuted work items in your
Workflow Inbox.  These items are awaiting action by the user and
cannot be deleted.  

• In order to remove these items from your Workflow Inbox, you must
execute the work item.  Once this action has been taken, the work item
will disappear from your Inbox.

• In the instance the work item is still visible, simply click on the refresh
icon.  This will refresh your screen and the Work Item should no longer
appear.


